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1. O0mue nos10KeHUs

1.1. Hacrosmee Ilomokenne 00 apXxwBe MIKOJBI pa3paboTaHO B COOTBETCTBUU C [Ipmkazom
@enepanbHoro apxuBHoro arentctBa Ne 77 ot 31 wmroms 2023 roga «OO0 yrBepxkaenun IlpaBun
OpraHM3alli XpaHEeHUs, KOMIUIEKTOBAHUS, ydeTa M HCIIOJIb30BaHMS JIOKYMEHTOB ApPXUBHOro ¢oHma
Poccuiickoit ®denepanuu ¥ Ipyrux apXUBHBIX JTOKYMEHTOB B TI'OCYJAapCTBEHHBIX OpraHax, oOpraHax
MECTHOTO CaMOYMpaBJIeHUS M OpraHM3alusaxX», Ha ocHoBaHMU IlpumepHOro mnosmokeHuss 00 apxuBe
OpraHM3aluu, yTBepKIeHHOoro npukasoMm denepanbHoro apxuBHoro areHTcTBa Ne 42 ot 11 anpens 2018
roja, a Takke YCcTaBOM OpraHM3alliy, OCYIIECTBIAIONIENH 00pa3oBaTeNbHYIO A€ATEIbHOCTb.

1.2. Jlannoe IlonokeHue 00 apxuBe IIKOJBI OIpPENENISAET COCTaB JOKYMEHTOB apXHBa
o0mieo0pa3oBaTelbHOM OpraHU3allMi M YCIOBUS MX XpaHEHUS, YCTaHABJIMBAET 3a/layl, Ha3HauYCHUE U
(YHKIMU HIKOJIBHOTO apXUBa, PErJaMEeHTHUPYET AesITeIbHOCTh JIHIA, OTBETCTBEHHOTO 32 BEACHUE apXHUBa
B OpraHH3aIiy, OCYHIECTBIIAIOMENH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

1.3. B cBoeil n1eATenbHOCTH apXUB PYKOBOACTBYeTcsi DenepanbHbiM 3akoHOM Ne 125-D3 ot
22.10.2004 «O6 apxuBHOM aene B Poccuiickoit deneparnuny» ¢ n3MeHeHusIMU ot 25 nekadps 2023 roxa,
HOPMATHBHBIMU IPaBOBBIMU akTaMHu Poccuiickoit @enepanun, cyObekta Poccuiickoit denepanuu B
chepe  apXMBHOTO  Jefla M JICJONPOU3BOJICTBA,  JIOKAIbHBIMA  HOPMATHUBHBIMH  aKTaMu
001eo0pa3oBaTeIbHON OPTaHU3AIHH.

1.4. JIokyMeHTBI OpraHM3alliK, OCYLIECTBIISIONICH 00pa3oBaTEIbHYIO NEATEIbHOCTh, UMEIOIIHE
HUCTOPUYECKOE, KYJIBTYpPHOE, HAay4yHOE, COLHUAJIbHOE, SKOHOMHYECKOE U TOJUTHYECKOE 3HAYCHHUE,
COCTaBJISIIOT TOCYJapCTBeHHYIO uacTh ApxuBHoro ¢ouga Poccuiickoit ®Denepanuu, SBISIOTCS
COOCTBEHHOCTBIO TOCYAApCTBA W TOMJIEKAT IOCTOSHHOMY XPAaHEHHI0O B TOCYJApCTBEHHBIX apXHBax
Poccuiickoit ®enepauuu. [Jo nepenaun Ha TOCyIapCTBEHHOE XpaHEHUE JaHHBIC TOKYMEHTHI BPEMEHHO
XpaHATCs B 0011e00pa30BaTeIbHON OpTaHU3AIIHH.

1.5. B mkone mus XpaHeHusi JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu u
3aKOHYEHHBIX JEJIONPOU3BOJCTBOM JTOKYMEHTOB IPAKTHYECKOTO Ha3HAueHWs, WX OTOOopa, ydera,
MCIOJIb30BaHUs U MIOJrOTOBKH K IIepejaue Ha rOCyJapCTBEHHOE XPAHEHHUE CO3/1aeTCs apXUB.

1.6. ApxuB co3gaercd Kak CaMOCTOSITENbHOE IOJpa3JelieHUue, BO3IJIABISEMOE JIUIOM,
OTBETCTBEHHBIM 32 BEJICHHUE apXMBa COTJIACHO MPUKa3y JUPEKTOPA LIKOJIBI.

1.7. Opranuzanus, OCYIIECTBIISIONIas 00pa30BaTEIbHYIO NEATEIBHOCTh, OOCCIICUYMBACT APXUB
HE0OXOIMMBIM MTOMEILIEHHEM, 000PYIOBaHUEM U KaJI[paMH.

1.8. OOmeobpazoBarenbHas OpraHu3anus oOeclieyuBaeT COXPAaHHOCTh, YYeT, OTOOop,
yIOpsAJOYeHHEe M HUCHOJb30BaHUWE JOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit ®Penepauun,
oOpa3yromuxcsi B ero aesTenbHocTH. O0ecneurnBaeT CBOEBPEMEHHYIO Iepeady 3THUX JIOKYMEHTOB Ha
roCylapCTBEHHOE XpaHEHHUE.

1.9. Bce pa0oTbl, CBA3aHHBIE C MOATOTOBKOW, TPAHCIIOPTUPOBKOW M mHepedauedl apXHUBHBIX
JOKYMEHTOB, MIPOU3BOJATCS CHJIAMU U 3a CUET HIKOJIBI.

1.10. 3a yrpaty u nopuy nokymeHToB ApxuBHoro ¢onaa Poccutickoit denepaiuu 101KHOCTHBIE
JMIIa OpraHu3alluM, OCYIIECTBIISAIONIEH 00pa30BaTENbHYIO JEATENbHOCTh, HECYT OTBETCTBEHHOCTh B
COOTBETCTBHUH C JEHCTBYIOINM 3aKOHOAATEIbCTBOM.

1.11. [IxonpHBI apXuB paboTaeT COrIacHO AaHHOMY I[lONOXEHHIO W TUIaHy, YTBEPKIAEMOMY
JUPEKTOPOM 0011e00pa30BaTEIbHON OpraHU3alii, U OTYUTHIBAETCS NIEpe]] HUM B CBOEH pabore.

1.12. KOHTpONb I€ATETbHOCTH apXHBa OCYIIECTBIIET AUPEKTOP OPraHU3alMH, OCYIIECTBISIFOLIEH
00pa3oBaTeNbHYIO JEATeTbHOCTb.

2. CocTaB 10KYMEHTOB apXHUBa

2.1. B mIKOJBHBIN apXUB NOCTYNAIOT:

— 3aKOHYEHHBbIE JIEJIONPOU3BOJICTBOM ILIKOJIbI JOKYMEHTHI TIOCTOSSHHOTO XpaHEeHHsI, 00pa30BaBIINECs
B JIEATEIBHOCTH CTPYKTYPHBIX MOJApa3JeIeHnH, JOKYMEHTbl BpeMeHHoro (cBbime 10 ser) cpoka
XpaHEeHUs, HEOOXOJUMblE B TPAKTUUYECKOM JEATETBbHOCTH, JOKYMEHTHl 10 KajapaMm u
o0yJaronmmcs;

— JIOKYMEHTBI IIOCTOSIHHOTO XPAaHEHUs U M0 JIMYHOMY COCTaBY OpraHU3alui-IIPeIIECTBEHHUKOB;



— nuuHble (OHABI BenymMX pPaOOTHUKOB OpraHU3alMM, OCYLIECTBISIOMIEH 00pa30BaTEeNbHYIO
IEATeNbHOCTD, IIOCTYIUBIINE B APXHB;
— ciyxeOHbIe M BEJOMCTBEHHBIC H3/1aHUS;
— CIIPaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTaM M Y4YETHbIE JOKYMEHTHI ApXUBa OpraHU3alluH,
OCYIIECTBIIAIOIIEH 00pa30BaTENbHYIO AEATEIbHOCTb.
2.2. Cpoku XpaHEHHS JOKYMEHTOB B apXHBe OOpa30BATEILHON OpraHU3allUH OMPEICISIOTCS
COTJIACHO CPOKaM, YKa3aHHBIM B YTBEP)KICHHONH HOMEHKJIATYpE AEI.

3. 3agauu apxuBa

3.1. OCHOBHBIMHM 33J]a4aMH apXUBA SABJISIFOTCSA:

3.1.1. Opranuzanus XpaHEHUs [JOKYMEHTOB, COCTaB KOTOPBIX IPEAYCMOTPEH pa3AEIoM 2
Hacrosiuero lonoxenus 06 apxuse 00111€00pa30BaTEIbHON OpraHU3aIIH.

3.1.2. KommuiekToBaHHE apXuBa JOKYMEHTaMH, 00pa30BaBIIUMHUCS B I€ATEIILHOCTH OpraHU3aIiH,
OCYLLIECTBIISIONIEH 00pa30BaTENbHYIO AESTEIbHOCTD.

3.1.3. Yuer, obecnieueHre COXpaHHOCTH, CO3[[aHNE HAYYHO-CIIPABOYHOTO arnapaTta.

3.1.4. Vcnionb30BaHus JOKYMEHTOB, HAXOIAIIMXCSI HA XPAaHEHUH B apXUBE ILIKOJIBI.

3.1.5. TlonroroBka M CBOEBpEMEHHas mepenada JTOKyMeHTOB ApxuBHoro (onma Poccuiickoit
denepany Ha MOCTOSHHOE XPaHEHUE B FOCYJapCTBEHHbIN (MYHUIMIATILHBIN) apXUB.

3.1.6. Metoanueckoe PYKOBOACTBO M KOHTPOJb 3a (hOpMUpOBaHMEM U O(OPMIICHHWEM el B
JIeJIOTIPOU3BOICTBE ILIKOJIbI U CBOEBPEMEHHOM Iepeiauell ux B apxuB 00pa3oBaTeIbHON OpraHu3aluu.

4. DyHKIMH APXUBA HIKOJbI

B cooTBeTcTBUY C BO37I0KEHHBIMHU 337jad4aMH aPXUB OCYIIECTBIISIET CIEAYIONe ()YHKIHH:

4.1. Opranu3yer mpHeM [TOKYMEHTOB IOCTOSHHOTO U BpeMeHHBIX (cBbimie 10 JieT) CpokoB
XpaHEHus, B TOM 4HCJIE MO KajpaM M oO0ydaromumcs, oOpa30oBaBUIMXCS B AESITEIbHOCTU IIKOJBI, B
COOTBETCTBHUH C YTBEPKACHHBIM IpapuKOM.

4.2. OOecrieynBaeT COXPAHHOCTb M BEOET YYeT JOKYMEHTOB M (DOHIOB, HAXOASIIMXCS Ha
XpaHEHUU B apXuBe 00111e00pa3oBaTEIbHON OpraHU3aIliH.

4.3. [IpencraBusier B rocy1apCTBEHHBIA (MyHULIMTIAILHBINA) apXUB YUYETHBIE CBEJICHUS 00 00beme
U COCTaBE XPaHAIIMXCSA B apXWBE HIKOJBI JOKyMEHTOB ApxuBHOro ¢onna Poccuiickoit @enepaunu u
JIPYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBHM C IMOPSJIKOM TOCYJapCTBEHHOI'O ydeTa JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit degeparun.

4.4, CucreMaTu3upyeT U pa3MellaeT JOKYMEHTHI, MOCTYIAIOIIUe Ha XpaHEHUE B IIKOJIbHBIN
apxuB, 00pa3oBaBIIMECS B XOJ€ OCYIIECTBICHUS JEATEIbHOCTH OpraHU3alMM, OCYILECTBISIOIEH
00pa3oBaTeNbHYIO JeATeTbHOCTb.

4.5. Pa3pabatbiBaeT rpaduku mpeicTaBlIeHUs ONUCEH Ha pacCCMOTPEHHUE 3KCIIEPTHO-TIPOBEPOYHOM
KOMHUCCUM WU TMepelayd JOKyMEHTOB ApxuBHOro QonHga P® Ha XpaHeHHe B ToCyAapCTBEHHBIN
(MyHUIIUTIAIBHBIIN ) apXUB.

4.6. OcymiecTBisieT NOJATOTOBKY U MPEICTaBISAET:

— Ha PAacCMOTPEHHE M COIVIACOBAHME DKCIIEPTHOW KOMMCCHM ILIKOJBI ONUCU €] IMOCTOSHHOTO
XpaHeHHs, BpeMeHHbIX (cBbimie 10 J5eT) CpPOKOB XpaHEHHUs, B TOM 4HCJIE IO KaapaMm U
oOyyaroluMcsi, a TaKK€ aKThl O BBIACIEHUU K YHHUYTOKEHUIO apXMBHBIX JIOKYMEHTOB, HE
MOJUIeXkKAIMX XPAHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHCIPABUMBIX MOBPEKIECHUIX
apXUBHBIX JOKYMEHTOB;

— Ha  YTBEPXKAECHHE  DKCIEPTHO-NPOBEPOYHONM  KOMHUCCHUM  YIOJHOMOYEHHOIO  OpraHa
UCTIOJHUTENBbHON BacTu cyobekta Poccuiickoit denepanuu B chepe apXxuBHOro jaena (nanee -
OIIK apXUBHOTO YUPEKIEHHUS) OTIUCH JIeJI TOCTOSTHHOTO XPaHEHUS;

— Ha cornacoBanue DOIIK apxuBHOro yupexnenuss cyobekra Poccuiickoit ®eneparun
(MyHMLIMIIQIBHOTO apXuBa), B Cllyyae HaJEJICHHUs €ro COOTBETCTBYIOUIMMHU MOTHOMOYHUSIMHU, OTIUCH
JIeJ1 TI0 IMYHOMY COCTaBY;



— Ha coriacoBanne OIIK apxuBHOro yupexnaenusi cyobekra Poccuiickoit ®eneparuu
(MyHMLIMIIQIBHOTO apXHBa), B Cllyyae HaJEJIECHUs €r0 COOTBETCTBYIOLIIMMH MOJTHOMOYMSAMM, aKThI
00 yTpaTe TOKYMEHTOB, aKThl O HEHCITPABUMBIX TIOBPEXKICHUAX apXUBHBIX JOKYMEHTOB;

— Ha YTBEP)KICHUE AUPEKTOPY IIKOJIbI OMUCH €]l HOCTOSHHOTO XPaHEHMsI, OMHUCU BPEMEHHbIX
(cBbre 10 y1eT) CpOKOB XpaHEHUs, B TOM YMCJIE€ ONUCH el 110 KaJpaM U 00y4arolUMCs, aKThl O
BBIJICJICHUU K YHMYTOXKCHHUIO APXMBHBIX JOKYMEHTOB, HE MOJUICkKAIIUX XPAHEHHUIO, aKThl 00
yIpate JOKYMEHTOB, aKThl O HEHCIPAaBUMbIX IOBPEXKIEHUSIX apXUBHBIX JOKYMEHTOB,
yTBepkaeHHble (cornmacoBanHble) DIIK mmm rocynapcTBeHHBIM apXMBOM cyObekTa Poccuiickoit
@enepanyy  (MyHULMIAIBHBIM apXUBOM) B Cllydae HAJEICHHUS €ro COOTBETCTBYIOILUMU
IIOJIHOMOYHSIMH.

4.7. Opranuzyer nepenady J0KyMmeHTOB ApxuBHoro ¢ouaa Poccuiickoit deaepannu Ha MOCTOSIHHOE

XpaHEHUE B rOCYJapCTBEHHbIN (MyHULIUIIAJIbHBIN) apXUB.

4.8. Opranusyer ¥ NPOBOAUT IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB BpeMeHHbIX (cBbilIe 10 j1eT) cpoKkoB
XpaHEeHHUs, HaXOAAIIMXCS HA XPAaHEHUH B apXHBE IIKOJIBI B LEJIAX 0TOOpa JOKYMEHTOB JJIsl BKIIOYCHHUS B
coctaB ApxuBHoro ¢onna Poccuiickoii @enepanunn, a TakKe BbIABICHUS JOKYMEHTOB, HE MOJUIEkKAIUX
JAJbHEUIIIEMY XPAHEHUIO.

4.9. YuactByeT B paboTe 3KCIIEPTHOM KOMUCCHM OpraHU3alliy, OCYILECTBIIAIOLIEH 00pa3oBaTeIbHYyIO
NEeSITENIbHOCTbD.

4.10. IIpoBoauT MepompusTHs N0 OOECHEUYEHUIO COXPAHHOCTH JOKYMEHTOB, HaXOJSALIMXCS Ha
XpaHEHUU B apXUBE OpPraHU3alli1, OCYILECTBISAIONIEH 00pa30BaTEIbHYIO AESTENbHOCTD.

4.11. Opranuzyer HUHQOPMHUPOBAHUE AaJMUHHCTPALIMM U PAOOTHUKOB IIKOJBI O COCTaBE U
COJZIep)KaHUH IOKyMEHTOB apXHBa OPraHU3alllH, OCYIIECTBIIONIEH 00pa30BaTEIbHYIO IEATEIbHOCTb.

4.12. InopmMupyeT mosp30BaTesei o BOIpocaM MECTOHAXO0X/IEHUS apXUBHBIX JIOKYMEHTOB.

4.13. Opranu3yeT Bba4y JOKYMEHTOB W JIe7 JUisi pabOThl B YYHUTEIBCKONW WM BO BPEMEHHOE
I10JIb30BaHHUE.

4.14. VicionHsieT 3anpochl OpraHU3aluil U 3asBJICHUS IPaXaaH 00 yCTaHOBJIEHUU TPYJOBOIO CTaxa U
JAPYTUM BOIIPOCaM COLMAJIbHO-IIPABOBOIO XapakTepa, B YCTAHOBJICHHOM IIOPSJKE BbIIAET KOMUHU
JIOKYMEHTOB U apXHUBHbIE CIIPABKHU.

4.15. Bezet y4er UCIOJIb30BaHUS JOKYMEHTOB apX1Ba 00pa30BaTEIbHOM OpraHU3aIUH.

4.16. Co3znaet poHa MOIH30BAHUS APXHBA IIKOJIBI M OPTAaHU3YET €r0 MCIIOJIb30BaHHE.

4.17. OcyuecTBIs€T BEIECHNUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JIOKYMEHTAM IIKOJIBHOIO apXHuBa.
Co3znaet, MONOJHAET U COBEPIICHCTBYET HAyYHO-CIIPABOYHBIN amnmapar K XpaHAIIMMCs B apXUBe JiejlaM U
JOKYMEHTaM.

4.18. YuacTByeT B pa3pabOTKe TOKYMEHTOB OpraHU3alluH, OCYIIECTBISIONIEH O00pa3oBaTeIbHYIO
JESATENBHOCTD, 110 BOIIPOCAM apXUBHOTO Jieja U JEJIONPOU3BOCTBaA.

4.19. Oka3pIBaeT METOUYECKYIO TOMOIIIb!

— cnyx0e Jenonpou3BOJCTBAa IIKOJBI B COCTaBJIEHMH HOMEHKJIATYpHl &N, (HOpMUPOBAHUM H
oopmieHnn €N, KOHTPOJUPYET MpaBUIBHOCTh (OpMUpPOBaHMS M OG(OpMIEHUS el B
JIeJIONPOU3BO/ICTBE;

— CTPYKTYPHBIM NOJpa3feNeHUsIM U paOOTHUKAM IIKOJIbI B IMOATNOTOBKE TOKYMEHTOB K Iepesade B
apX¥B OpraHMU3allly, OCYIIECTBIIIONIEH 00pa30BaTENbHYIO 1€ TENIbHOCTb.

4.20. YyacTByeT B IPOBEACHUU MEPONPUATUI O MOBBIIIEHUIO KBATU(PUKAUU PAOOTHUKOB apX1Ba U

CITy>KOBI 1€JIONPOM3BOJICTBA 00pa30BaTENbHOM OpraHu3aLuy.

5. IIpaBa apxuBa
J171st BBIOJTHEHUS BO3JIOKEHHBIX 3a/1a4 U (PYHKIUHN JIMII0, OTBETCTBEHHOE 33 apXUB, UMEET MPaBo:
5.1. IlpencraBisaTh TUPEKTOPY OPraHMU3ALUH, OCYIIECTBISIOMEH 00pa3oBaTeIbHYIO AEATENIbHOCTD,
MPEIJIOKEHUSI TI0 COBEPLICHCTBOBAHWIO OPraHU3allUd XpaHEHUs, KOMIUIEKTOBaHUS, Yyd4eTra U
WCIIOJIb30BAaHUsl APXUBHBIX JOKYMEHTOB B apXHUBE LIKOJIBI.
5.2. KoHTponupoBaTh BHINOJIHEHUE YCTAHOBICHHBIX MPAaBHII pabOThI ¢ JOKYMEHTaMH B CTPYKTYPHBIX
MOJIPa3/IeIEHUsIX OPraHU3aIliH, OCYILIECTBIISAIONIEH 00pa30BaTEbHYIO A TEIbHOCTD.



5.3. 3ampamuBarhk OT CTPYKTYPHBIX MOAPA3ACICHUN U paOOTHUKOB IIKOJIBI CBECHUS, HEOOXOIUMBIC
Ui paboThl apXMBa, C y4eTOM OOECHEeYeHHs BBIMOJHEHHUS BCEX BO3JIOKEHHBIX Ha apXuB 3a7ad U
GbyHKIHH.

5.4. JlaBaTh pa3bsCHEHHS M PEKOMEHJAIMM IO BOIPOCaM, BXOISAIIMM B KOMIIETCHIIMIO apXHBa
OpTaHU3aIIH, OCYIIECTBISAIONICH 00pa30BaTENBbHYIO NESITEIHLHOCTD.

5.5. HWudopMupoBaTth CTPYKTypHbIE MOJApA3JEICHUA IIKOJbl O HEOOXOIUMOCTH Iepenadyu
JOKYMEHTOB B apXHB B COOTBETCTBHH C YTBEPIKICHHBIM IPauKOM.

5.6. IlpuHuMarh y4yacTM€ B 3acE€IaHMUSIX DOKCIEPTHOM KOMHUCCHU  0O0IIeo0pa3oBaTeIbHOM
OpraHu3alu, a TakkKe B OJKCIHEPTHO-TPOBEPOYHON KOMUCCHUM  YIOJIHOMOYEHHOTO  OpraHa
WCIIOTHUTENIBHON BiIacTu cyObekTa Poccuiickoit denepanun B chepe apXUBHOTO Jeia.

6. OTBETCTBEHHOCTH 32 (P)YHKIIMOHMPOBAHNE APXHBA

6.1. Ha3HaueHHOe IpHKa30M AMPEKTOpPa HIKOJIbI JUIO, OTBETCTBEHHOE 3a BEJCHHUE apXuBa, HECET
[EPCOHAIbHYI0 OTBETCTBEHHOCTb 34!

— BBINOJHEHHE BO3JIOKCHHBIX HAa apXWB 3a7ady U (YHKUUH B COOTBETCTBUU C JACUCTBYIOLIMM

3aKoHoJaTeNbcTBOM Poccuiickoi denepannu;

— OpraHM3anuio padoThl apXHWBa, CBOEBPEMEHHOE M KBATH(HUIMPOBAHHOE BHIMOIHEHUE MPHUKA30B,
pacnopsKeHUM, TOPYYEHUH BBIILIECTOSIIEr0 PYKOBOACTBA, AEMCTBYIOIUX HOPMATUBHO-IIPABOBBIX
aKTOB 10 CBOEMY NMPODUIIIO 1eATEIbHOCTH;

— panmoHaTbHOE M A((EKTUBHOE WCIONB30BaHUE MaTEPHAIBHBIX, (DMHAHCOBBIX M KaJpPOBBIX
pecypcos;

— COCTOSIHME TPYIOBOM UM HCHOJIHUTENIBCKOM JAUCHUIUIMHBI B apXWBE, BBINOJIHEHUE CBOUX
(YHKIIMOHATBHBIX 0053aHHOCTEHH;

— coOirofieHne TpaBUJI BHYTPEHHETO DPACHOpPsIKa, CAaHUTAPHO-TIPOTHBOAHIEMHUYECKOTO PEXUMA,
IIPOTUBOMOXKAPHOI 0€30I1aCHOCTU U TEXHUKU OE€30M1aCHOCTH;

— BEJICHME JOKYMEHTallud, [PelyCMOTPEHHON  JEHCTBYIOIIMMU  HOPMAaTHBHO-IPABOBBIMU
JIOKyMEHTaMH;

— IPEIOCTaBJICHUE B YCTAHOBJIEHHOM MOPSAKE JOCTOBEPHON CTATUCTUYECKON U MHOM MH(pOpMaLUU
0 JIeSTENIbHOCTH apXUBa;

— TOTOBHOCTh apXHBa K pabOTe B YCIOBUAX UYPE3BBIYAWHBIX CUTYaLH.

6.2. OTBETCTBEHHBIE 32 BEJCHHE JI€IONPOU3BOJICTBA, IOJTOTOBKY M MPEACTABIEHNE JOKYMEHTOB Ha
XpaHeHHE B apxXuB, HA3HAYAIOTCS TUPEKTOPOM OpraHM3allld, OCYLIECTBISIOUIEH 00pa3oBaTENbHYIO
NeSITENIbHOCTbD.

6.3. KoHTposb NEATENBHOCTH apXHMBa OCYILECTBISET AMPEKTOP OPTraHU3ALMH, OCYLIECTBIIAIOIIECH
00pa3oBaTeNbHYIO JEATeTbHOCTb.

7. KoMIuiekToBaHue apxuBa

7.1. TloaroroBka JOKYMEHTOB K Iepefaye B apxuB 00pa3oBaTeNbHON OpraHM3alUd BKIIOYAET
HKCIEPTH3Y HAYYHOH M MPAKTHUYECKON IIEHHOCTH JIOKyMEHTOB, 0(hOpMIICHHE /1], COCTABJICHUE OTHCH.

7.2. DKcnepTr3a HEHHOCTH JOKYMEHTOB.

7.2.1. DxcrniepTU3a 1EHHOCTH JTOKYMEHTOB — OMpeeJeHUE IIEHHOCTH JTOKYMEHTOB C II€JIbI0 0TOOpa
UX Ha XpaHEHHE M YCTAaHOBJEHHE CPOKOB XpaHEHHUs. OKCIEPTU3Y LEHHOCTH [OKYMEHTOB B
00pa3oBaTeNbHON OPTaHU3AIMH OCYIIECTBIISICT MIOCTOSHHO ACUCTBYIOMIAst SKCIIEPTHAS KOMUCCHSL.

7.2.2. DxcnepTHas KOMHCCUSI Ha3Ha4aeTcsl MPUKAa30M TUpPEKTopa MIKoJbl. B cocraB DkcnepTHOU
KOMHCCHUHU BKJIIOYAlOT HE MEHEe TpeX COTPYJHHKOB, B TOM 4YHCIE B 00S3aTENILHOM MOpPSAKE JHIIO,
OTBETCTBEHHOE 3a BEJCHWE apXHBa IIKOJBI, U JUPEKTOP MYHHUIIMIIAIHLHOTO apXuBa (10 COTJIACOBAHUIO).
CekperapeM DKCIEPTHON KOMHCCUU Ha3HAYarOT ceKpeTapsi 00pa30BaTeIbHOM OpraHu3aluu. JKCHnepTHast
KOMHCCHSI Ha 3aceaHusAX pacCMaTPUBACT: HOMEHKJIATYPY [eJI IIKOJBI, OIHCH JIel MOCTOSTHHOTO
XpaHEeHHUs U 110 JIUYHOMY COCTaBY, aKThl HA JIOKYMEHTBI, BbIJIENIIEMbIE K YHUUTOKEHUIO.

7.3. Odopmiienue aen



7.3.1. Jlena mOCTOSIHHOTO XpaHEHHsI MOALIMBAIOTCS B TBEPLYIO O0JI0KKY CYpOBBIMU HUTKaMHU. JINCTHI
HYMEpPYIOTCSl B IIPABOM BEPXHEM YIJy MPOCThIM KapaHjamoM. KoanuecTBO JMCTOB B KaXKAOM JeJe He
JOJDKHO TpeBbImaTh 250. B KoHIIe fena Ha OTAeTbHOM JINCTE COCTABIISIETCS 3aBEPUTEIbHASL HA/IITUCh.

7.3.2. Ha o00Onoxke el NOCTOSHHOTO XpaHEHUs JOJDKHBI OBbITh IPOCTAaBJIEHBl CIIEAYIOIINE
PEKBU3UTHL: IOJHOE HAMMEHOBAHME BBIIIECTOSIICH OpraHM3alMd, HAUMEHOBAaHHE 00pa3oBaTeIbHOM
OpraHu3anuy, HoMep (MHIEKC) Jejla M0 HOMEHKIAType, 3arojoBOK Jeja, KOJIMYECTBO JIMCTOB, CPOK
XpaHEHHUsI WM OTMETKA «XPaHUTh MIOCTOSTHHOY», HOMEp (hOH[IA, OTIHCH, JIeNa.

7.3.3. Ilo OKOHYaHUU JEIONPOU3BOJCTBEHHOIO rojia B 0OpPMIICHHBIE OOJIOXKKHU 1€l IOCTOSHHOIO
XpaHEHHsI BHOCSTCS HEOOXOJIUMBIE YTOUHEHHs: B 3arojIOBKH JEJ, COJEpIKAILINX PpaclopsIuTeIbHbIC
JOKYMEHTHI (IIPHUKa3bl, IPOTOKOJIbI), BHOCATCS HOMEPA; €CIIH JIEJI0 C NEPENUCKON COCTOUT U3 HECKOJIBKUX
TOMOB, B K&KJIOM TOME YKa3bIBAE€TCS KOPPECIIOHIEHT, aBTOpP, TEPPUTOPUS, APyrue NaHHbIE. B Kaxxaom
TOME YKa3bIBaeTcs JaTa (YUCIIOo, MecAl, IOJ) Hayajla M OKOHYaHMs JAHHOrO ToMma. TouHble AaThl
MPOCTABIISIOTCS HAa 0OJIOXKKaX JUIsi OBICTPOro MOMCKA JOKYMEHTOB B MOCJEIYIOIIEM; U3 3aBEPUTEIBHOM
Ha/IIMCH Ha 00JIOXKKY JleJ1a BBIHOCUTCS KOJUYECTBO JIUCTOB B JIETI€.

7.3.4. Hannucu Ha O0O0JIOKKAax JeNl IOCTOSIHHOTO U JIOJITOBPEMEHHOTO XpaHEHHUs CIenyeT
IIPOU3BOIUTH YETKO, CBETOCTOMKUMH YEpHUIIAMHU.

7.3.5. Jns ydera KOJMYECTBA JMCTOB B Jelie W (DUKCAIIMM OCOOCHHOCTEH WX HyMepalud Ha
OT/EJIbHOM JIUCTE COCTABJISIETCS 3aBEPUTEIIbHAS HAJIHCh.

7.3.6. B 3aBepuTeIbHON HAAMKUCH YKAa3bIBACTCSA KOJIWYESCTBO JIUCTOB (IH(PpaMu U TPOTHCHIO) B ACIIE.
3aBepuTeibHAs HAANUCH TOAMUCHIBAETCS COCTABUTENEM C YKa3aHUEM €ro JODKHOCTH M JaThl
COCTaBJICHMSL.

7.3.7. BHYTpEHHss ONMCh COCTABISETCA K JieJlaM HOCTOSIHHOTO M J10JIrOBpeMeHHoro (cBbiie 10 jer)
CpOoKa XpaHeHHs, C(HOPMHPOBAHHBIM IO PA3HOBUAHOCTSAM JOKYMEHTOB, 3arojlOBKH KOTOPBIX HE
PacKpbIBalOT KOHKPETHOE COJIEpKaHUE IOKYMEHTOB (0c000 LIEHHbIE, TMYHbIE JIeNa U JIp.).

7.4. Onucanue 10KyMEHTOB [TOCTOSIHHOTO CPOKa XpaHEHHUs

7.4.1. OnucH coCTaBIAIOTCS pa3/iesIbHO Ha Jiejia MOCTOSTHHOI'O XpaHEeHUsl 10 OCHOBHOM A€ATeIbHOCTU
U Ha Jiena 110 JINYHOMY COCTaBYy.

7.4.2. OnucH coCTaBISAIOTCA J1ETOMPOU3BOIUTEIIEM.

7.4.3. Onuch BeseTcs B €IMHON BAJIOBOM HyMepalliy B TEUEHNE HECKOJIBKUX JIET.

7.4.4. Ha niena ¢ UCTEKIIMM CPOKOM XPAaHEHUS COCTABIIAETCS aKT 00 YHUUTOXKEHUH.

7.4.5. Ilo OKOHYaHMM JI€JONPOU3BOJICTBEHHOr0 ToAa B 0Opa3oBaTeNbHON OpraHuU3aluu
MIPOU3BOIUTCS OTOOP JOKYMEHTOB MOCTOSIHHOTO CPOKa XpaHEHMs AJIS BKJIIOYEHHMs UX B omuch. ONUChH
COCTOUT W3 TOJOBBIX PAa3J/IeNOB, BHYTPH TO/a Jieja PacrlojararoTcsl 0 CTENEHH 3HAYUMOCTH C YYETOM
HOMUHAJIBHOTO MPUHIUIMA (B COOTBETCTBUH C HOMEHKJIATypoi 00pa30BaTelIbHOM OpraHu3aIig).

7.4.6. OnMCH COCTABIISIFOTCS Pa3/ieIbHO Ha JieJIa MOCTOSTHHOTO XPaHEHHS TT0 OCHOBHOM JIEATETbHOCTH
U Ha JieJia 110 JJUYHOMY COCTaBY.

7.4.7. OniicH COCTaBIIAIOTCS CEKPETAPEM.

7.5. Jlena BpEMEHHOT0 XpaHeHHs 0(OPMIISIOTCS YIPOIIEHHO: OHU HE MOAIINBAIOTCS, JIUCThI B HUX HE
HYMEpPYIOTCS, YTOYHEHHE Ha OOJIOKKAaX HE TPOM3BOJUTCS, ONMCH HA JielNa HE COCTABIAIOTCS, y4eT
BEJIETCS 110 HOMEHKJIAType Jell.

8. Yci10BusI XpaHeHHs] JOKYMEHTOB apXHBa IIKOJIbI

8.1. JIokyMeHTBI apXrBa XpaHATCS B apXUBOXPaHWIHINE 00111€00pa30BaTeIbHON OpraHr3alii.

8.2. He nomyckaercst pa3MelleHue apXuBa B MOABAJIBHBIX U YEPJIaUHbIX TOMEIIEHHUX IIKOJbI.

8.3. ApXuBOXpaHWIHIIE JOJKHO OBITh YAaJ€HO OT JIaOOpaTOPHBIX, MPOU3BOJICTBEHHBIX, OBITOBBIX
MOMEIICHUH U HE UMEeTh OOLIMX C HUMH BEHTHJIILMOHHBIX KaHAIOB. APXHMBOXPAHHWIHUILE OTAEISAETCS OT
COCETHUX MOMEIIEHN HECTOPaeMbIMHU CTEHAMU U MIEPEKPBHITUSIMHU C MIpe/ieJlaMi OTHECTOMKOCTH HE MEHee
IBYX 4acoB. B apXumBoxpaHWIMIEe HE JIONMycKaeTcs MPOKIagKka TpyO BOAOCHAOXKEHHs M KaHaJIM3allWu,
TEXHOJIOTUIECKUE WITH OBITOBBIE BHIBOJIBI BOJIBI.

8.4. ApXMBOXpaHMJIMILE JODKHO HMETh €CTECTBEHHYI0 WM HCKYCCTBEHHYIO BEHTWIIALHMIO,
00ecneurBaoIly0 PEHUPKYIIALNIO BO31yXa, CTAOUIBHOCTh TEMIIEPATypPHO-BIaXXHOCTHOTO peXUMa.



8.5. Bce mocrymatomme B apXuB 0Opa30BaTEeNIbHOW OpPraHM3allMi JOKYMEHTBHI pPa3MelIaloTcs B
apXMBOXpPAHWIUIIAX HA CTAllMOHAPHBIX W/WIM TEPEABIXKHBIX METAUIMYECKHX CTellakax, B
METAJUIMYECKHX IIKa(ax nin KOHTeHHEepax.

8.6. Cremnaxu JOHKHBI OBITh YCTAHOBJIEHBI NIEPIICHIUKYJIAPHO CTEHAM C OKOHHBIMU IMPOEMaMH, a B
MOMEIICHNH 0e3 OKOH - C y4eTOM OCOOCHHOCTEH momemeHuss W obopynoBanus. He momyckaercs
pa3MelieHne CTeJIaKel BINIOTHYIO K HapYKHBIM CTEHaM 3/1aHUs U K UCTOYHHKAM Terlia.

8.7. PaccraHoBka cremtaxkedi M MmKaQOB OCYIIECTBISETCS B COOTBETCTBHH CO CIICAYIOIIUMHU
TpeOOBaAHUSMU:

— pacCTOSIHME MEX]Y psiIaMH cTellaxkel (r1aBHbIM mpoxo/) — He Menee 120 cM;

— paccrosiHH€ (IIPOXOJ]) MEXAY CTeJUIaKaMu — He MeHee 75 cM;

— pacCcTOSIHME MEXIy Hapy>KHOM CTEHOM 3/1aHus U CTeJUIaKaMH, apauieJIbHbIMUA CTEHE — HE MEHee

75 cm;

— pacCTOSIHHE MEXIYy CTCHON M TOPIIOM CTellTaxka win mkada (00xom) — He MeHee 45 cMm;

— pacCTOSIHHE MEXIy MOJIOM M HIDKHEH MOJKOM creutaxa (mkada) — He MeHee 15 ¢M, B IIOKOJIBHBIX

sTakax — He MeHee 30 cm.

8.8. [IpoTHBOMOXapHBIN PEKUM B 3/1aHUSAX, TJI€ pA3MELIACTCS APXUB IIKOJIbI, U B apXUBOXPaHWINIIAX
YCTaHaBIIMBAETCA B cOOTBETCTBMM ¢ [IpaBuiaMu npoTuBonoxapHoro pexuma B Pocculickoit @enepannn
ot 16 centsi6ps 2020 roga Nel1479.

8.9. ApXUBHBIE IOKYMEHTHI CIIEyeT XpaHUTh B TEMHOTE.

8.10. 3amuTa TOKyMEHTOB OT JEHCTBHUS CBETa 00ECIIEYNBACTCS XPaHEHHUEM JOKYMEHTOB B KOPOOKax,
MankKax | rneperierax, B mkadax Wik Ha CTeJIaXax 3aKpbITOro THIA.

8.11. EcTtecTBeHHOE OCBEIIEHHE B apXUBOXPAHWIHILE AOMYCKAETCS MPU YCIOBUU NMPUMEHEHHUS Ha
OKHax CBETOpPacCEeUBATENIC, PEryjsTOPOB CBETOBOIO TMOTOKAa (CHENUAIbHBIX CTEKOJ), 3allUTHBIX
(GUIBTPOB U MOKPBITUH, JKATIO3H.

8.12. It MCKYCCTBEHHOI'O OCBELICHMS IPUMEHSIOTCS JaMIIbl HAKAJIIMBAHUS B 3aKPBITHIX IJIa(OHAX C
TJIaJIKOM MOBEPXHOCTHIO.

8.13. B apxuBoxpaHWUILIE AJI1 XPaHEHUS JTOKYMEHTOB YyCTAHABIMBAIOTCS CIENYIOIIME MapaMeTpsl
TEMIIEPATYPHO-BIAXKHOCTHOTO PeXKUMa!

— JUIsl XpaHEeHHsI JOKYMEHTOB Ha OyMakHOM HocutTene — Temreparypa 17-19°C, oTHocutenbHas

BJI&KHOCTH Bo3ayxa — 50-55%.

8.14. IlomemeHus apxuBa 00pa30BaTENbHON OpraHM3allMM JOJKHBI COJAEP)KAaThCS B UYUCTOTE, B

YCIIOBUSIX, UCKIIFOUYAIOLINX BO3MOKHOCTh MOSIBJICHUS TJIECEHU, HACEKOMBIX, BUIH.

9. 3ak/II0YUTEIbHbIE MOJT0KEHUS

9.1. Hacrosimiee [lonoxenne 006 apxuBe SBISETCS JIOKaJbHBIM HOPMATHBHBIM aKTOM, PUHUMAETCS
Ha OOmem coOpaHuM paOOTHMKOB HIKOJIBI M yTBepkaaeTcs: (MO0 BBOJUTCS B JAEWCTBHE) MPUKA30M
IUpeKTopa 061eo0pa3zoBaTebHON OpraHu3alry.

9.2. Bce u3MeHeHMS U JIONOJHEHUS, BHOCUMMBbIE B Hactosiee I[lonoxxeHue, opopmisioTcs B
MUCBEMEHHOM (hOpMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOaTeNbCTBOM Poccuiickoit denepanuu.

9.3. Ilonoxenue o6 apxuBe 0011€00pa30BaTEIHLHON OPTaHU3aIMN TPUHUMACTCS Ha HEOTIPEICTICHHBIN
cpok. M3menenus m gononHeHus Kk [lonoxeHuto mpUHUMAOTCA B MOPAJIKE, MPEeIycCMOTpeHHOM 11.9.1.
Hacrosuero [lonoxeHus.

9.4. Tlocne npunstus [lonoxxenus (WM U3MEHEHUN U JIOTIOJIHEHUH OTJIENbHBIX MYHKTOB U Pa3/IeoB)
B HOBOM PENaKIIMU MPEABIAYIIAs PEAAKIIMSI aBTOMATUUECKH YTPAUUBAET CHITY.



